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FUNGS LOKS
PI5CAL DIVISION

Thie Tivision is responzible for planning, coordinating, reviewing, ad-
nintstering, devcloping, snd naintaining the agecounting and sudit ocontrel of
all vouchered funds and the reporting contrel of all voushered and unvouchered
funde spproprizted or transferred to ' TA and £C. The .ivislon, in adcitien
to meintaining scecunting reecnciliation ent appropristion reporting control
of a1l CTA end ¥°C funde, maintsins allotment accounting for all voucheraud
achivities, sudits all vouchered funés expenditures, snd prepares snd sudits
payrolls for all vouchered persennel, keeping related individusl employee
regords of leave, income, differentiels, allowances, retirement, taxes, !It:
Covernment Life Insurance and bond purchasee. It is alse responsible for
effecting reconcilistions and reporting all retirement and tax transsetions,
snd interprets and spplies the provisions of laws, regulations, and Agency
policies relating to the accounting for and expenditure of vouchsred funds.
The Division preperes finencial reporis and statements as requirsd, performe
working lisison with the General Acecunting (ffice, Treasury Uopartment,
Departments of “tate and Defense, the Civil . ervies Commission, and other
sgencies on matiers roleting to vouchered fiscal astlvities of ths Agemoy
and N5C; and prepares inguiries and replies regarding Genersl Accounting
Office questions end exceptioms. T™n addition to the Uffice of the Chief,
yhe Figeal Division consists of the following six branches: Aocounting,
Fayroll, Clains, Travel, Piscal Frocussing, and Lisbursing.

ACCOUNTING BAANCH
Maintains general, allotment and subsidiary ledger accounts,
Prepares financiel reporis.
Requisitions and deposits funds.
Bffecte collections, adjustments and reconcilistions of funds.
Develops and revises accounting procedurss ana methode.
Reviews and codes obligation documents.
Xaintains working level lisison with other government agencies.
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PAYROLL BRANCH

Preperes, sudits and certifies payrolls fer paymeat in econmection with
domestic activities.

Distributes salary payments o persornel eof domestie sctivities.

Pest sudits psyrolls and foreign allowsnes vouchers in sommection with
oversess activities.

Maintains individusl carnings records, lesve, retirement, bond, and tax
ascounts.

Issucs individual tex statenents,

Reconciles retirement, bond, and tex dedactions with Civil Bervice Com-
mission and Tressury Lepertment.

Processes final clearsnce for sepsrating emplayees.
ClADS BRANCH

Audits purchase orders, eontracts and bills of lading and certifies
youshers for psyment in connection with domestic vouchered sctivities.

Pogt andite psyments made in conndction with overseas vouchered activitiss.
Pre-sudits obligation documents.

Audits advance psyments to and peisbursenent vouchers frem other govern=
ment agencies,

Halstains master reference fils of laws and regulstions sffecting fiscel
eperations.

Preperes adjustments resulting fyom amendod receliving information and
reporting discroepanciss.

Initistes refunds from verdors.
TRAVEL BRANCH

Audits and certifies travel and transportation vouchers for payment of
demestic end foreign voucherad travel.

Pest Auvdits travel and transportetion vouchers of overseas vouthered
astivities,

Prepares and processes requests for travel sdvances and indemnity bonds
sovering such advances.

e
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Ispues and nmaintains control of U, . Government Kequests for Transportation.
Mainteins current listing of all vouchered persomnel having household
effects in storage and estadblishes obligetions for sush storage on =
monthly hasls.

FIECAL PROCISBING BRANC:

Receives, rocords and processes all dosuments requiring sction by the
Fiscal Division,

Segures, wherse needsd, missing ecrtificatiens and supporting documente
negepsary to process vouchers for payment.

Prepares or complates vouchers as necessary.
Prepares schedules of payments.

Maintains vender pgyments index end records of obligetion and ligui-~
dation documents.

Maintains officiel copies of veouchers, schedules, contracte, and corres-
pondence.

Provides aduinistrative sid to GA0 sudit representative.
TREACURY LEPARTMENT BR. 2

As a branch office of the Digbursing office, U.5. Treasury, affecis dis~
bursement of all voushered CIA funds; maintaine appropriate controlling
records; and preparcs reports to the Disbursing office, U. . Treasury,
as reguired,

Meintains eddregsograph plates mnd issues U,0, Savings Bonds in con-
Junction with the payroll sesvinge plan.
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Standard Form 147 {(with change)

Memoc -~ Dopt. of iyxy Filling - 27 Mareh 1955

Memo - lept. of Army Billing - BJuy 1955

Personnsl Abosrd en¢ Overtime Boure - 7/31/5k thru 2/26/55

Comptroller Imstruction %Ne. 5 » Eubject:s Gensrel-Frocessing
of Youchers, Echedules and Centrecte for CI4 and NEC

Memo ~ Recommendations for Hewision of Cewptroller's Instruc~
ton %o, § - 2§ March 1955
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Figoal Jivislen ~ Gageral

“spwy billings, dated 17 ssrch
éﬁtﬁwm‘ﬁ*}hﬁﬁtwta

mdmmmw
1995 soalysatien to Chief, Fissal

Lz mosber ter orders listed on & 5.F. 3000, This
maué&um:mmm % xww‘uzzafw‘

{waamwm.

C-1
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(o) Letter Orders included on en! JF. 1080 Billing should be listed
on the fset of the form.

() Item moders and description appesring on the billing documant
(5 o 1080) snd receiving doSument ghould be tie«in to the Gor-
responding item on the letier order to assure the correet iden
4 fieation st ¥ime of processing for payment.

(g) Steps showld be taken to have & cloper coardination betwsen ship-
ping and Biling when the sspe lotter order is imvolved. Fariedic
Hilling wight be the mwwer.

(h) The 1limg for component parts of & uait showmn on & letter order
should be properly identifiec with +he unit inwvolved.

{1) Peneil changss are frequent snd sheuld be stopped. All changes
ghould be wriiten in ink and mthugtieated Yy initialing the
changc.

(4) Tt was notod thet there in & 1ack of unifomity in meny supporting
dogementa snd methods of pogting. Typegraphical errors cause
some @iffieonlty in preper tdentifisation.

The prodlem of having involces and supporting documents processsd
- 1y axd in good order dood not emdl with 5,F, 1080 billing. ~o

(s) Office of Logistigs: The relatiomship between the office of

] 3 snd the processing of imvciges 15 o elesely inter-

locked thet it is ammmammmmm
mwmemamx«mm, isther ordars, ad

wiving reports. Mmﬁﬂmmmwmrﬁwﬁfw
soms time., There csn be 13ttle dsubt thst an overall, ebjective
stady Ty reprssentatives fion Ahe Uffice of the Comptroller aad
0ffice of Legistics would gversome meny metisrs that now ceuse
delay, snnaysnos and hours of elegical time to clesr. OUn the
spot solutions are mede SVEY doy Wy Jeseer lights endesvoring
to get their work dome ut the solution eovers an fmmediate
probiem and has o lssting effect, Hor doss 1% take inmto con-
sideraticn the relationshdp with ether parts of the operaiion.
Te mention a few ficlds for stuiyt

(3) Feilure to iseue and/or forward the purchase suthority.

(2) Uneven flow of reseiving reparts. A1l too often there is &
deapth of receiving tbrmmﬁthmahmv’btﬁh
will eeme threugh. ,mmmmmmmwz
receiving reperts ceused work stoppage in the proeessing of

G2
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(b}

invoices #ll the way dowm the Fiscel iivision procedure line
to the IMshureing O ffice issuilng chesks.

(3) Failure %o ismee and/or ferward recelving reports.

(4) Consideration sheuld de given ss to the soundness of the
pressnt preactios of sendisn: through recelving reporte ifmme-
diately om roceipt of meterisl or equipment before & cheek
is nade for completenvss or teals carried cut o see if pro—
ouremert gpecificedions heve bean lived up to. In all csses
of shortage or yejection £t 8 later date an "accounting &d-
Justnent” must be madse. 7t should be stated, bowevar, that
in viow of the volume of ftems pocoived, psrcentsge vwise,
the mmber of adjustments are net great.

There are other matters thet undoubtedly would come up in such
& vevisw. Time has s way of dewveleping bad procedure)l habits
and frecuertly inertias and ipdividwel inefficienty play an iwm~
portant part, “hose conoermsd can pot sfford %o be complacent
snd talve for granted thet thinge are alwsmys running smoothly.
Only W » periedie review, such es suggested, can there be
sarurance that the best possidle pwocedurs is in operation ard
it is beirg carried out affectively.

Ares Divis Ungquesstionshly further effort sheuld be made to
ovareons extrane slowned: in sgguiring the preper certifica-
tion for reseipt of materisl oversees. is stated in the memo
dated 17 Harch 1955 (Sece Tak "COY to tha Chief, Fiseal Divisien,
a8 start has beon taken in the right direstion. (uotdng from
this memo:

“Apprecisting that lotter ariears sre not involved in overscas
proowraent, it is felt thet a start has been made in the right
direction to bring this sttuation under control in the Far Last
throungh s working sgreemest detwyan the Army authorities of
the area and Agengy elemegts of the same area. Heughly the plan
is for Agendqy personnel at & contral point to receive, consoli-
date, and Turnish certifis-tions nscessary to suppert purchase
domuments te be processed through for payment. Cuarterly a
consolidated Jeting will be aapunbled of completed documents,
& covering eurtification for the group made and the doeuwsents
forwgrdod to a designated “sp capt irmy Hesdquarters where
they will be checked and & 1080 billing made for the Latch.™

A resent chesk on the ahowe operstion reveslsd thst it is
functioning s plarmed. This would {ndieate that the init
follow through was met sufficlently long or axseting to have
susceeding reglumms earry gut the prosedure, a8 eriginally set-
up, sovomstically. 4n effort has been mede from the “eshingion
level to correct the sitestion Y osble and correspendsnve bui

L3
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there is little reason to expect faversble results until someone
who knows the problems thoroughly, mskes a personal trip and

stays long enwugh to recvordisnte all slements involved so as to
assure that thewe is complete understending of the new procedure. !
It 48 belisved that dollar valnue in end results would be achiewed !
ty such a trip.

(L) Attention is callsd to reeormendstions made to the Uhief, Fiscal . i~
vislon in the memorsndums deted 17 March 1955 (parsgraph 6)(‘ ee
Tab "Ca%) end B July 1955 (peregmeph 5)(Ece Tab "C3}) respectively.
Farsgraph 6 memo 17 ‘arch 1955: '

*In view of difficulty that is agpearienged by the Fisesl bivision
in proceseing Arsy bHills through for paymemt, it iz recommended that
immediste steps Lo taken to seek .spartment of -rmy co-operation
in sn effort $o eliminate the cpuse or csuses. As the hlling |
troxhles sztem from all parts of the world, a standsrd practice
routine should be seb up Yy a eeoperative effort between this igency
and Department of immy and not left to the diserction of loeal
areas to work ocut their own protlems. Uithout dirvetion from the
top, & peries of individual procodurcs will end up in eonfusion
and no beneficlal resulte from the effort axtended.®

Agsin in Peragraph 5 meme 8 July 1955 the following comment and
recommendetion wes wades; l

*In view of the situstion outlimed in paragraph L, it is resommendec
thet the efforts row being extended to smooth out the processing %
low of dovements thyough the Logistive iwviplon and the iAres Divi-
sions be intensified mary times. it is believed that only by work-
ing from & top orpenizational Jevel down carn the neceessry correc-
tional procedures be secomplisbod. Fhe processing of vouchers
through the Fiscal Iivision for psyment will be spseded up in pro-
portion to the degres of sucesssfal accompli t in suoh nepotie- i
tions. The prohlon is considered of such yitel ‘wn 08 to werrant !
the suggestion thet your Lepuly, Hr. be relieved 25X1A9a
{for the time baing) of interwnl operating dstails in arder to work |
eonstructively, and with a comtimuity of effert, with all sources
sutaitting vouchere snd those conmtributing documents that are netes-
sery to assure peyment. The list of comtasts would inwvolve other i
government sgenecies (Army, iavy, Air Corps, (4, ete.j. ~ithin ‘
the Agenty there are problems to work out with the verious elemernis 5
of the Logistic ‘ivision (Comtract Breneh, Procurement Freneh, ‘raps-
portation, ©tock Control, etah). The ires idvialoms (Fi, ki, &i,
ote.) are & sourcs of great Gelmy. Froeedwral problems exist with
the Pinence Division, Ths tapk is mot & simple eme, I: is further
resommendod that the full begicing of the Comptreller be sought! is
sooperation and the prestige of his orfice is essential for success.”

|
4 ¢-b
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25X1A9a

(saymmmwmwﬂﬁsmmgmmmm ?.
) Considersble diffisulty hea bess experienced bty Vemdors billing |

“}&: M‘,’fwﬂwmm@w“;ﬁ-v |
11y to the Fisosl Division shd mot through the Finsnce Divisien. |

,xm»mmmugzmmmmamu
{‘)Mﬁuﬁﬁnﬁb'ﬁ*) Sat will assist waterially in
sxpediting the 137 sccoukts. The Finenee Sivision have agreed
ummawu? mmmym
w1} ingert the Finsnss }coound Meuber im the lower laft hand |
veushers held fer paymedt walting the sams purchase sutharity |
fyom )0 o 30 deys soome-, |

. Parpemel

25X9A2
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syroll Branch W‘tmnatwrallmmﬁmﬂj

glﬂ;:r:dﬂaé tiz auxf‘niﬁm of 3 supervisor poaiﬂg;ﬁmrmii s
etion of 2 11 olerks should be realised &s once is
mﬁuﬂ?ﬁé ﬂaap;::m ionsl changes slready iptroduged snd the bens

reslised from greptey opgerstional Llexidd ity of the hm ij /i
b . ﬁtgr a@ermaml changes ars under ponsideration thet ore
dnimfd to eage the clerfcal work lesc still fPurther.

whean ‘ (43} : the Tiscal
' widering s Pudustion of T/0 strength within | a
gﬁ:iw 1?:::;116, e bofre in mind that ﬁha mmeumgfmx c;im
##WWW“MWWMMTJ“WE thre ..
gélw?mm 1955 aversged only &h. The bemefits of routine simp

fication were not avsilsble yntil after this period.

‘ SR 1 is & feeling that there
2 mﬁl& mrmwe;”f:;" ar;taiﬁmdon Pwn:.amm the Divielen. T%z@ re-
ﬁmmefmwmﬁ is mmmmmwrz nr**w
the individusl and causes them to seek opportuniliss em&fw%ﬁé«
new emplayees aksord the Feeling immediately. The new #h‘  otr
ture recently set-up by Pesition ation Division may help
overcoms the situation.
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(3) here is snothsr porsermml facted thet should met be ignered. Appre-
eisting shat the uitisste welfars of sash esployes is snsesbisl s
s long renge Agomsy peliey, it i neverthaisss believad thst repid
tursover of perstenel or sudden ghifts should be svolded. Wbem
spproving s persermel change, eepridersbion mipt Lo given to the
saperience snd/or ounber of perspasnl Jaft on hand te carry om with
cwrrent work. Only with a high peromihge of exporismced persennel
sboard will effficiendt opermtion in my mnis be malntained., Eaek
smployee should remein in an ssglpmeny for s suffisiemtly leng
pariod for the wmit 4o Malise & prefl$ cut of the cost of his or
mwupzm numwmunkwm

mm

m
in sy oene
{h:c*mm mef 7/ Supexvisor ($ee Crgenisstional Chart Tad
*Teg®) wap for the Paypoll 3wmnch, Fositien ivaimation
Division mcmmtmmmunmw
the Geputy, Payroll Dranch. T Munagwmet Stsff doos net agree
ﬁ&%m This posi idon ylays s very important psrt in
structurs of the Fyyroll Brsuch and is necessary

mmmwmw,mmmmmuwm
seeded, and acling es eostact men (iigisen) with the ischine Kecords
Division. The preper fulfillagnt of fhis position will evereoms s
loosenses in reutine that now exists, '‘hare will be grester sswarence
gmﬁontm ‘e ewtablishment of such s positiorn

o Lesys
(L) Sick Lesve
'y s theek of sisic lesvs talten over a period of 11 pay pericds

( thre 6/4/55) did net Sselose cxesosive sduse, the percemtage
figure is Slightly Migher thas the Agenty average of 5.115.

~020%

£-7
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mummhm &wh:‘ﬁamameumm

1) ¥hen Comptroller's Instructiom Fo. 5, deted 25 February 1955,

) ﬁmn?: Gaersl ~ Processing of Vouchers, :em md Contracts
for CIA smd BSC (Specific<Fiscal Bivisiom Procedure for) ves pribe
ished there was skepticism on the pert of mamy thet the delay in
mémmwtewmamw
vos Pime proved that the skepticiss was well founded,
on VM%;WMW{#«! ‘a%)emﬁm
WMMWMMWVWEMW‘-EM

This recom
voushers snd documents Uo the Clains Eranch

mendstion was somsidared snd accapted.
(2) In adel ;ithWﬁﬁMMWMglm

ehange of Psragraph 5s(2) psge 9, Coaptreller
mm,swzrmw,mammm B
®o1errese ALl EP-1166's prepared in ang month after the above eslg-
mwwmmtmrmﬂmﬁhduhﬁuﬂmm |
mﬁmgwmmmwgummmmmmm“
for paymnt mz that date.”

mmwmﬁummJM schodulec for pay-
ment. The fimet monthesad opershion proved its feliscqy. Ihe Chief,

, . ote stand
Wﬁt&lﬁitwtﬁim |

work vhan the vouchers prodessed were relsssed om the first of
:htbu::dwm Mnmmzﬁammwwmw
groph taken out in the revision #f Comptreller Instruotion Xo. 5
dated 13 Outober 1955.

(3) Two nMnmimmuAammmmm% Instruction Yo, 5 -
Revised, (See Teb "C5%)

4he Pinanoce Division Account
B Rymiber for ¢ prticulsr Seemsaction. Thie change
ks besn comdinated with the Fimasce Bivision.

C-8
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. x " . ; P ”m
‘ hough it mmnwmmmm
{wimmmmmmm%mwmﬁw
oopy only. This was almo correeted in the revisien.

(e) Spesisl Charte: 1. C1d Procedupe (Ses Tab HCmg®)
2. Changes (Ses Tab "Ceb®)

3. Vousher Flew Chart (= s Tab *C-1")

gmmmmammmmnmu without

(1) Two gonplete sete of igenay Regulstions end otises are ot SSTVOT

wenld be mubatentidl. 3Wﬂu'm.wmmuw
Mt:m (&Mulmm“ﬁm.)
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wissthy doowsents and s & follow-up of
Orersll revalts Beowrsd by the use of the telephons
ware not sstlsfastery. “he Chief, FiNcsl Division was wrged to send out
s namcrandun oo 46 GWhjeet snd urge grester use of ihe written word -

mmmmlrﬂhtmﬂmmm ¥ 1
mn&‘mmw&ﬁiﬁﬁwﬁcﬂmmm‘bamm
ricsly snd the results bave toen gra¥ifying.

“ | 4 } \ ‘ ‘Jﬂr auh supervisor and sach elerk
At prememt ere 8 Coment o rw Grousd the Divigion &rea fe gether
information

nested informetion, Jost time crested dy & slerk perscaally ,
arcand will be sveided resulting in & greater volume of sctual sccam-
plishesnt in sy giwen 4oy,

CONC LI 10M6:
Exelusive of the Pay nm,mmwmmumﬂml

Piviston In M and tonduching internsl routines is

further stresnline ﬁ'm and Gutablish a higher degres of offi-
cisnsy. (See Asoorplistments - Tad *J%)

T i~ To, ovirsans the bl tmstion dewaioped wa
the wﬁ &%Wm time it takes % approve a woucher for
paynent.

The 'y leiant 'tuw Y% the Iivision Staff, when Wmal
or thelr clerks. :

tarnover of perecsmal /mwmﬂamm»mm
g’mnmﬁu%mmewmwmmummm
the Piviston.
Cu3p
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Degisions msde st Divisions' staff meetings should be confirmed in
writing to sssure full understanding of vhet has been resolved.

Tue to procedural chenges accomplished, an | ¢ reduction in T/C
wr five (5) additional pomitions is justifisd. TDlstributed as follows:
one each in the Claiss Brench, the Accounting Branch, and Fiscal Fro-
cessing Braneh; twe positions in the syroll Brench.

The imternal mail service within the Fiscal iivision should be maintained
on s rigid and frequent schedule to encoursge greater use for internsl
transmittals. There is an sxcessive amount of hand~carried transmittale
snd personnel runping to secure needed infermetion. Only an emergency
warrants persomns) lenving their desgk for sither activiy.

ACTIONS RECOMMiNDEDs

It i3 recommended that a grester amount of time be spent by the Fiscal
Division staff on lisison with other Covermment rgencies and Units
within CTA for the purpese of spesding wp #nd improwing the condition
with which doouments aye submitted. The time allocated should permit
sfellow-up® to sssurs & continuance end ex¥emsion of progress made
during previcus contects.

It 4s recommended that s closer chegk be maintained over Braneh activi-
ties in the early stages of a change im poliqy or procedure in order to
assure strict aompliance to the provieions of the change.

There are no hard and fast rules thet ean Be recommended for controlling
persanmel turnover beyond cautioning . in granting spprovel for
srensfer when the sfficiengy of the los operstionsl element will be
Ml’ Wi

To overcome misunderstandings, poor memories, snd sct as & medlum for
future referenmce, it is recamended that greater use de msde, by the
Tivision Chief, of the written memogandum to eonfim decisions made at
Division staff meetings.

Exoept in an emergonvy, it is recommonded that the transmittal of docu~
ments betwaen Branches of the Fiscal Division be made through the mail
service maintained Yy FFR, It is further recogmended that the same
channel of communioation be used vhen sdded informstion, or documents,
are needed %o complste a project. Band-carrying of doouments and per-
sonnel migration to secure needad imformation are two of the greatest
santridutors to lost motion.

C~11
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f. It is recommended that the followinp additional reductions in personnel
be affected fmmedistely. Further reducstiens in the Payrell Branch should
be cempidersd, es the benefits from operaticnsl changes are realised
and new procedures under tonsideration are introduced.

Ascounting Branch -1

Claims Braneh -1

Fiscsl Processing V'ranch - 1

Payrell Branch - 2 {Clerkn)
Cwll
SECRET
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g- Flow Chart - 0}d Hethod of Vousher Frecessing
h. Flow Chart - Chenges ¥ade in Veucher Processing
1. Flow Chart - S%ep by Step Tasoription of Voueher Frocessing

Hemo = liscommendaticn for Intemial nesrrangement of Ersach
3 Amh-? 30 Xareh 1955 and Fleor Flen Showing Change

Keno ~ {h al rivision to Comptroller, Cubject: I Y.
« jmtﬁf‘#é ;&gw as fevised 2k hugust 1955 and Approved

1. Memo - Chisf, Fiscal I'ivision to 811 Eranch Chiefy, Suhbjects

‘ s phone Versus Written hoquests for Informaticn
{g‘m Required to Ferpit the Precessing ef Voushers
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